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1 Locations & Assets 

1.1 Objectives 

 Describe location and asset records 

 Understand how IA-FMS (Maximo) organizes locations and assets 

 Know how to find and manage location and asset records 

 Have the ability to create location and asset records 

 Understand location and asset statuses 

 Perform asset moves 

 Decommission locations 

1.2 Understanding Locations and Assets 

There are two basic building blocks of the IA-FMS (Maximo) system: location records and asset records. 
These records must be created any time a site (School, Agency, Justice Center) acquires new assets, 
components, and equipment. 

In IA-FMS (Maximo), locations and assets can be organized geographically, rather than by function. This 
type of hierarchy allows information to be entered quickly, efficiently, and accurately. The geographical 
(location) hierarchy used in the IA-FMS (Maximo) system 

1) Acknowledges real property in real locations;  
2) Aligns with FBMS Business Entities, Real Estate and Building Records; and 
3) Is well-suited for the long-term, as it is less likely that locations will change with reorganization.  
 

Any Maximo location record (i.e. building, tower, and tank) that is FBMS relevant displays an FBMS ID. 
This indicates that it is aligned with FBMS, and therefore has a corresponding record in FBMS.  
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Remember, locations and assets in IA-FMS (Maximo) are arranged hierarchically, or as in a parent/child 
relationships.  For example, a building location may physically have many different rooms.  The building 
itself would be a location with one or more child records to represent each of the rooms.  Thus, a two 
level location hierarchy would be constructed in IA-FMS (building, then room) to represent the physical 
layout of the building.  

While IA-FMS provides users with the functionality to create Work Order Hierarchies, the concept of 

navigating and organizing data in IA-FMS hierarchies is best represented in the IA Locations and IA 

Assets applications, as shown in the figure below. 

 

NOTE: It is of vital importance that users review the IA Location hierarchies to ensure 

locations are in the correct Site. It is also important to periodically check the information 

contained on the FBMS tab to ensure location information within FBMS is being maintained 

properly. If discrepancies are discovered, please contact your Regional Facility Manager 

and Real Property Manager who will assist with completing and submitting the FBMS Asset 

Update Form.  This form will be made available in IA-FMS.  All location data updates have 

to be made in FBMS and FBMS will update IA-FMS through the interface (IF505). 
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1.3 Creating a Location Record 

Location records that represent the buildings (or towers and tanks) are directly aligned with a record in 

FBMS.  As FBMS is the system of record for real property, the "linked" Maximo location records cannot 

be edited from within IA-FMS (Maximo).  The FBMS system owns these records and passes updated 

information about the records to IA-FMS (Maximo) via the DOI FBMS-Maximo system interface. 

There are exceptions where users can create locations within IA-FMS (Maximo).  These are: 

 Creation of a planned location.  This record is a placeholder and will be updated with 
information from FBMS when the corresponding Real Estate and Building Record are created. 

 Creation of child locations.  These records are used to represent sub-locations or physical spaces 
within a building or structure (e.g. rooms). 

To create a location, navigate to the IA Locations application, located in the Assets module. 

 

 

The landing page for the IA Locations applications is the List tab as shown in the next figure. 

 

 

1) Click on the New Location icon located on the toolbar.  The location tab will open with a new 
location record. 

 

1 
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1) Maximo ID’ will auto populate 
2) Enter ‘Maximo ID’ (Location) Description. 
3) Enter ‘Room #’ (if applicable). 
4) Enter ‘Use’ code. 
5) Enter ‘Location Type’. 
6) Enter ‘Owned By’. 
7) ‘Save’ the record. 

 
When creating a location record, a parent location must be identified.  This requires using the Select 

Action menu. 

1) Click on Select Action menu. 
2) Select Associate Systems with Location. 
 

 

3) Choose Associate Systems with Location.  A pop-up window will appear. 
 

6 

7 

5 

4 

3 

2 

1 
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4) Select New Row 

 

 

5) Select 'Primary' in the System field. 
6) Fill out the Parent field (this is the Maximo ID). 
7) Select OK. 

The location record has additional information within a series of tabs.  The location type controls which 

tabs a user sees.  Complete the additional information where appropriate to ensure you have the most 

complete and accurate information for each record in the system.  

3 

4 

5 

6 

7 
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1.4 Viewing Location Hierarchies 

To view the Location Hierarchy for any Site within IA-FMS (Maximo): 

1) Navigate to the IA Locations Application. 
2) Select a specific Location. 

 

 
  
 

3) Click on the Select Action menu. 
4) Select Open Drilldown. 

 
 
 

3 

4 
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5) Click on the icon to expand the drilldown for the selected location to display child Locations 
 

 
 

6) Click on the Assets tab to view Assets that are associated to highlight Location. 
 

5 

6 
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1.5 Creating Asset Records 

Unlike locations, asset records are currently not linked or tied to the FBMS system.  Users within IA-FMS 

(Maximo) have full control to create and manage all aspects of asset records. 

Asset records are organized in IA-FMS (Maximo) within a hierarchy of their own that is linked to the 
geographic hierarchy of location records. Consider the example below. Lobby is the location record to 
the Boiler, Hot Water asset record, which is in turn the parent to the Heater, Radiator child asset record. 

 

The drilldown window is a menu choice (from the Select Action menu) in location or assets records. It 
provides another view of the parent and child asset records on the Asset tab and their relation to the 
location hierarchy on the Location tab. 

Note:  Placeholder / Parent asset records are used to show the relationship among various 
components or equipment.  As child assets can often times have identical names, having 
them grouped within the hierarchy can help users understand where each record falls. 
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Navigate to the IA Assets application within the Assets Module. 

 

1) Click on the New Asset icon, located in the tool bar.  
2) Enter an asset Description.   
3) Select the Maximo ID (location / structure) for the asset.  
4) Select the asset Type. 
5) Click the Save icon. 
 

Note:  When assets are created they have a default status of NOT READY.  In this status, work 
orders cannot be posted against the asset.  In order to begin posting work orders against the 
asset, change the status to OPERATING. 

 

1 

2 

3 

4 
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1.6 Creating Child Asset Records 

The process for adding a child asset record is the same as the Parent record, however when creating the 

Child Asset Record you must specify the Parent Asset. 

 

 

 

 

Note: Child asset records may represent multiple duplicate components. However, you must ensure 
that all the attributes are identical for all components. For example, if you have 10 windows in the same 
building that are the exact same size, material, etc., but five of them were installed in 1955 and the 
other five were installed in 1970, you will need to create two different asset records with quantities of 
five. 
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1) To associate a Parent asset click on the Select Action.  
2) Select Move/Modify Assets. 

 

 

3) Select To Parent. 
4) Click OK. 

1 

2 

3 

4 
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1.7 Duplicating a Location or Asset Record 

1) Navigate to the appropriate application (IA Assets or IA Locations).   
2) Search for and open the record you wish to duplicate. 

 

 

 

3) Once in the record, click on the Select Action menu located in the toolbar. 
4) Select Duplicate Asset (in the IA Asset app.) or Duplicate Location (in the IA Locations app).  
 

 

1 

2 

3 

4 
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5) A new record will appear. The new record will have the same status as the duplicated record.  As 
with new records, the duplicated record will be auto-numbered. You will have to provide a Maximo 
ID (Location) for the duplicated record. 

6) Save the record. 

  

5 

6 
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1.8 Move an Asset to a Different Location 

 

 

1) Navigate to the IA Assets Application, located within the Assets Module.  
2) Open the record you wish to move. 
3) Click on the Select Action menu located in the toolbar.  
4) Select Move/Modify Assets. 
 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

3 

4 
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The system will display the Move/Modify Assets pop-up window. 

 

 

5) Using the arrow next to the To Location field, select the new location. 
6) Click OK. 

 

 

 

 

7) The system will present you with a message confirming the asset move was completed successfully. 
 

 

 

 

5 

6 

7 
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1.9 Disposal and Decommissioning Locations 

If a location is set to be disposed within FBMS, it would be sent through the FBMS/IA-FMS interface with 

a status of ‘DISPOSED’.   As part of the interface, IA-FMS (Maximo) will automatically set the status as 

‘DISPOSAL’ if the FBMS status is ‘DISPOSED’.   

Querying for Disposals 

Before a location (Maximo ID) can be decommissioned, the list of these locations must first be 

determined.  To search for records that are in a status of DISPOSAL. 

 

 Navigate to the IA Locations application. 

1) Click on the Advanced Search text. 
2) Select DISPOSAL from the Status field. 
3) Click Find. 

 

Note:   Before a Location in DISPOSAL status can be DECOMMISSIONED in IA-FMS (Maximo), all of its 

work orders including Standing Parent work orders must be CLOSED or CANCELLED.  If not the following 

error message will display. 

 

Warning:  Any reusable Assets associated with this Location must also be Moved or they will also become 
Decommissioned. 
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1.10 Assets - Student Exercise #1 

In this exercise you will create a basic asset record.  Use the following steps: 

 
1. Navigate to the IA Assets application. 

 

 

 

2. Click on the New Asset icon located on the Toolbar   
 

 
 

3. Enter a Description for the asset as shown below. Include your initials at the end of the 
description.  This will make the record easier to find in the future.  
 
 

 
4. Make note of the auto-assigned unique Asset number: ___________  

(Your number will differ from the one illustrated above). 
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5. Select the location (Maximo ID) where the asset is to be located. 

a. Click the Detail Menu  next to the Maximo ID field to display a list of locations to 
choose from.  Choose Select Value to display the location list and make your selection. 

 
 

b. Select any location for this asset by clicking on the location’s Maximo ID number. (The 
list will display locations for the site to which you have access). 
 

 
 

 

 

 

 



Locations and Assets Training Manual  Page 21 

 

Select the correct Type for the asset. 

c. Click the Select Value  next to the Type field to display a list of valid types to choose 
from. 

 
 

d. Select an Asset Type value from the list.  For this exercise, select "FACILITIES". 
 

 
 

6. Save the Asset by clicking the Save icon  located on the Toolbar. 
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7. Change the status of the Asset to Operating.  Click the  icon on the Toolbar to display the 
Change Status pop-up screen. 

 

 

 
a. Select Operating from the New Status selection list. 

 

 
 

8. Click OK 
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1.11 Assets - Student Exercise #2 

In this exercise you will create three Asset Records for a single location (structure).  Use the following 

information: 

First Asset 

1. Navigate to the IA Assets application. 

2. Click on the New Asset icon located on the Toolbar  
3. Note the auto-assigned unique asset number _______________ 
4. Enter a description for the Asset 

 Description:  Double Hung Window   (plus your initials) 
 

5. Select the location (Maximo ID) for the asset. 
6. Note the location (Maximo ID) for the asset __________ 
7. Enter the following data: 

 Type: FACILITIES 
 

8. Save  the Asset. 

9. Change the Asset Status  to "OPERATING ". 
 

Second Asset 

1. Navigate to the IA Assets application. 

2. Click on the New Asset icon located on the Toolbar  
3. Note the auto-assigned unique asset number _______________ 
4. Enter a description for the Asset 

 

 Description:  Foundation   (plus your initials) 
 

5. Select the same location for the asset as you selected above (for the first asset). 
6. Enter the following data: 

 

 Type: FACILITIES 
 

7. Save  the Asset. 

8. Change the Asset Status  to "OPERATING". 
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Third Asset 

1. Navigate to the IA Assets application. 

2. Click on the New Asset   icon located on the Toolbar  
3. Note the auto-assigned unique asset number _______________ 
4. Enter a description for the asset 

 

 Description:  Ejector Pump, 1/2 HP   (plus your initials) 
 

5. Select the same location for the asset as you selected above (for the first asset). 
6. Enter the following data: 

 

 Type: FACILITIES 
 

7. Save  the Asset. 

8. Change the Asset Status  to "OPERATING". 
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1.12 Assets - Student Exercise #3 

In this exercise you will move an Asset from one location to another.  For the exercise, you will be using 

one of the asset records you previously created in Exercise #2.  Use the following information: 

1. Navigate to the IA Assets application. 
 

 

2. Find the Pump asset you created during Exercise #2. (Description: Asset Exercise #2 - Ejector 
Pump, 1/2 HP).  From the Asset list tab, enter the following text in the Description filter field and 
press the enter key. 
 
Note: You will be able easily identify the correct “ejector pump” by its asset number which you 
recorded in Exercise 2 or by the initials that where added at the end of the Description.   
 

 
 

3. Select the Asset by clicking on the Asset number from the filtered list screen. 
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4. With the Asset record displayed, click on the Select Action menu located on the toolbar.  Select 
Move / Modify Assets (see below) 
 

 
 

5. The system will display the Move / Modify Assets pop-up screen. 
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6. Click the Detail Menu icon  next to the To Location field to display a list of locations from 
which to choose.  Choose Select Value to display the location list of available locations to move 
the asset to.  The system will display a default value for the current location of the asset in the 
To Location field.  Select any Location. Your selection will change this value and designate where 
the asset will be moved. 
 
 

 
 

7. Select any location by clicking on the Maximo ID for the target location where you will be 
moving the asset.  Select any different location.  
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8. Make note of the location (Maximo ID) you selected. This is where the asset will be moved to: 

 
 ______________________________ 

 

9. After selecting the target To Location, click the OK button. 
 

 
 

10. The system will confirm the asset move. 
 

 
 

11. Click OK. 
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12. View the Asset Move History to confirm the move.  Click on the Select Action menu located on 
the toolbar.  Select View Asset Move History. 
 

 
 

13. The system will display the asset's move history.  The pop-up screen shows the location where 
the asset was originally installed (CREATED), and the current location. 
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1.13 Assets - Student Exercise #4 

 

In this exercise you will copy / duplicate an Asset record. For the exercise, you will be using one of the 

Asset Records you previously created in Exercise #2.  Use the following information: 

 
1. Navigate to the IA Assets application. 

 

 

2. Find the Pump asset you created during Exercise #2. (Description:  Ejector Pump, 1/2 HP).  From 
the asset List tab, enter the following text in the Description filter field and press the enter key. 
 

 
 

3. Select the Asset by clicking on the Asset number from the filtered List tab.  
Note: Your asset number will be different from the one shown below.  
 

 
 

4. With the asset record displayed, click on the Select Action menu located on the toolbar.  Select 
Duplicate Asset (see below) 
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5. The system will duplicate the current asset and will display the newly copied asset on screen.  In 
the status message area near the top of the screen, the system will confirm the asset duplication 
with the following message. 
 

 
 
 
 

 
6. Change the asset description on the newly copied asset record.  Change the description to: 

 

 Description: Copy of Ejector Pump, 1/2 HP   (plus your initials) 
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NOTE: The asset will be created in an Operating Status. 
 

7. The newly copied asset will need to be assigned to a location.  By default, the system does not 
copy the asset's location to the new record. 

8. Click the Detail Menu icon  next to the Maximo ID field to display a list of locations to choose 
from.  Choose Select Value to display the location list of available locations for the asset.   
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9. Select any location by clicking on the Maximo ID for the target location where the copied asset 
will reside.  Either select the same location or a different location. 
 

 
 

 

10. Save the Asset by clicking the Save icon   on the toolbar. 
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1.14 Locations - Student Exercise #1 

In this exercise you will create a basic child location record.  The room location will then be associated 

with an existing building location. Use the following steps: 

1. Navigate to the IA Locations application. 
 

 

 

2. Click on the New Location icon located on the Toolbar   
 

 

 
3. Enter a Description of ‘Room’ for the location as illustrated below.  For added transparency, 

enter your initials at the end of the description.  
 

 
 

 

4. Make note of the auto-assigned unique Maximo ID: ___________   
(Your number will differ from the one illustrated above). 
 

5. Enter the Structure # for the room location.  For this exercise use one of the following     
Structure # ’s: 143, 144, 145, 146, 147, 148, or 149.  
 

6. Enter the Room # (optional). 
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7. Click the Detail Menu icon  next to the Use field.  Choose Classify to display classifications to 
properly categorize the location. 
 

 
 

a. Select the Room classification by scrolling down the classification list.  Click on the  
icon next to ROOM to select the ROOM classification.  The selection list will 
automatically close after selecting the classification value. 

 

 
 

8. Select the correct Location Type for the location.  In this example, you will select Room.  This 
may seem redundant, however, you can select a different location Use (above) if the room has a 
specific purpose.  

a. Click the Select Value icon  next to the Location Type field to display a list of values 
from which to choose. 
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b. Select a Location Type value from the list.  For this exercise, select "Room". 
 

 
 

NOTE:  After selecting Room (1150) as the Location Type, Maximo will automatically insert an 
additional (Main) tab called Room Detail.  This additional tab is used to capture specific 
information about a room.  Things like: Funded Square Footage, is the room Maintained? and is 
the room Handicap accessible? 
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9. Select the correct Owned By value for the location.  In this example, you will select BIA.  

a. Click the Select Value icon  next to the Owned By field to display a list of valid types 
to choose from. 
 

 
 

b. Select BIA from the Owned By value list. 
 

 

10. Save the Room location record by clicking the Save icon  located on the Toolbar. 
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11. From the Select Action menu, select Associate Systems with Location. 
 

 
 
 

12. The system will display the Associate Systems with Location dialog screen. 
a. Click on the New Row button.   
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b. Click the Select Value icon  next to the System field to display the System to choose.  
Select a Primary from the value from the list. 
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13. Click the Detail Menu icon  next to the Parent field to display a list of parent locations to 
associate with the child (Room) location.   
 

 
 

a. Choose Select Value to display the list of use locations and make your selection. 
 

 
 

b. Search for the Parent location by using the Structure # that was used for the Room. 
c. Select the Parent Location using the Maximo ID. 
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14. The Associate Systems with Location dialog screen will now have the System and Parent 
location values selected. 
 

 
 

15. Click OK. 

16. The Room Record now displays the System information and the Parent relationship. 
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17. Change the Maximo ID (i.e. Location) Status to Operating by selecting the Change Status icon

. 
 

 
 

a. Select the status of Operating. 
b. Click OK. 
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18. Click on the Room Details tab to display the additional room-related fields. 
 
 

 

19. Enter the appropriate values for the following fields (If necessary.  They are not required): 
a. Room Number 
b. Funded SF 
c. Handicap Accessible 
d. Maintained? 
 

 

 

20. Save the Room location record by clicking the Save icon  located on the Toolbar. 
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1.15 Locations - Student Exercise #2 

In this exercise you will an additional Child Location record.  The child location will be a Room record 

(similar to the record created in Location Exercise #1).  Use the following steps: 

Before beginning this exercise:  Find a Maximo location (aka Structure) that you will use for each of 

the room records you will be creating.  Make note of the Structure Number here 

____________________. 

 
1. Navigate to the IA Locations application. 

2. Click on the New Location icon located on the Toolbar   
 

3. Enter the Description - Room 100, East Hall (Your initials). 
 

4. Make note of the auto-assigned unique Maximo ID: ___________ (your number will differ from 
the one illustrated above). 

 
5. Use the structure you selected prior to beginning this exercise.  Enter the Structure # for the 

Room location:_____________ 
 

6. Classify the new child location as a Room by selecting the classification in the Use field. 
 

7. Select the correct Location Type for the location.  In this example, you will select "Room". 
   

8. Accept the default Maintained By field value or change it to an appropriate value. 
 

9. Select the correct Owned By value for the location.  In this example, you will select BIA. 
  

10. Select the correct Type value for the location.  In this example, you will select OPERATING.  

11. Save the Room location record by clicking the Save icon  located on the Toolbar. 
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12. From the Select Action menu, select Associate Systems with Location. 
 

 
 

13. The system will display the Associate Systems with Location dialog screen. 
 

 

 

14. Click on the New Row button.    
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a. Click the Select Value icon  next to the System field to display the System to choose. 
b. Select a Primary from the value from the list. 
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15. Click the Detail Menu icon  next to the Parent field to display a list of parent locations to 
associate the child (Room) location with. 

 
 

 
 

b. Choose Select Value to display the list of use locations and make your selection.  Enter 
the Structure # you choose for this location and previously entered in the Structure # 
field. 

 

 

c. Click OK to close the Associate Systems with Location dialog screen. 
 

d. Click on the Room Details tab to display the additional data elements to populate for 
each room record. 
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e. Enter the appropriate values for (you may enter any values of your choosing): 
a. Room Number 
b. Funded SF 
c. Handicap Accessible 
d. Maintained? 

 

 

f. Save the Room location record by clicking the Save icon  located on the Toolbar. 
 

16. Change the Maximo ID (i.e. Location) Status to Operating by selecting the Change Status icon

. 
 

 
 

a. Select the status of Operating. 
b. Click OK. 


